
Circulation Reports
Overdue List by Group ID

1. Click the Reports tab at the top.

2. Click on the Circulation Reports wizard.

3. Click the Overdue List report under List
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Circulation Reports

Under Select and Sort by

4. Select Group ID in the drop down box

5. Type the Group ID in the Range From and To boxes

6. If you want a page break after each student, place a tick mark in the box marked Page Break.

7. Place a tick mark in the Yes option under Include Users with Bills but no Overdues

8. Place a tick mark next to the Only Users belonging to this library.

9. Move the slider bar to make more selections (show on next page).
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Circulation Reports

10.Make the selections highlighted below.

11.When finished with making selections in criteria, click the Run Now button.
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Circulation Reports
The following screen will appear.
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Circulation Reports

Click on View Results to view your report.
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Circulation Reports

To set options for downloading a report, click on options and select csv.
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